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Oﬂice Memomndzmz e UNITED STATES GOVERNMENT

TO
FROM

SUBJECT:

Advisor for Management DATE: 29 January 1951
Comptroller

Draft of CIA Regulation, Series . 25X1A

Transmitted herewith is a copy of the draft of Agency
Regulation, Series Ml forwarded to your office on 19 January, 25X1A
1951, which reflects certain additional revisions made at +the
request of +the Deputy Director, Administration. These changes
will be found on pages 1, 3, 4, and 10. In addition, you will
note that thrcughout the copy organizational titles have been
corrected to conform with CIA Regulation, No. [} ceted 19 25X1A
January 1951.

25X1A
E. R. SAUNDERS

Attachment
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OJﬁce Memorandum - vsitep states GovERNMENT

TO '+ Managomont Officer DATE: 17 March 1950
FROM :  Budgot Officer

SUBJECT:  Attached draft for Manual of Agency Regulations entitled, "Reports
Required Covering Penalty Mail"

1. The subject draft has been submitted for suggested incor-
poration in the Manual of Agency Rsgulations because the responsi=-
bilities involved aro presently charged to the Budgst Off'icer,

2, A question is raised as to whether or not the Budget Officer
should continue to perform the tasks covered in lieu of some other
agency official, The responsibilities were originally assigned to
the Budget Officer during a period in which all Departments and
Agencies were required by iaw to include ponalty meil costs within
budgot astimates and to make actual exchange of funds to the
+ stmastor Gansral for the cost of whatever penalty mail indicia was
used duriag a [iscal year, Howsver, Public Law 785, enacted 25 June
1948 oliminated the necessity for these regquirements, and in lieu
thersol substituted the present reporting which is indicated by the
attachment,

6. Tt is our belief that reports of the nature indicated by

' tho attachment should be the responsibility of a specific agency

‘ official, Howsver, the reports cannot clearly be defined as of a
budgetary naturs and we do not beliove that a better case can be
supplisd [or assigniient to the Budgoet Officer than to another agency

' official. 1In view of 72 above, it is suggested that consideration
be given as to the most aipropriate official who should be dolegated
the preparation of venalty mail reports,

4. 1t will bs noted that the proposed Regulation changes the
inventory procedure slightly by requiring that the necessary data be
submitted to the Budget Officer instead of to the Services Division
for consolidation and submission to the Budget Officer.

25X1A

E. R. SAUNDERS

Attachmant
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1

persorel only. It ic submitted thet sueh records should be maintained
at a contral point Lor all porsonncl located in the Unitod sontas
utilizing overtirwo.

d.  One of tha prosent Punctions of tha Sudget Analyst is to emuwaine
requests for overtime approval l'or vouchored personnel and make rocoumen-
datior. to the Budgot Officer as to whethor or not e should approve for
reason of funds availability and proprioty of -Lhe Justification, Cnsos
of doubtful propriety arec reforrod by the Budpet -Officer to the Fannpe=
ment Officer for study. Thore would appear to be cvery roason why this
process should be carried through in connsction with unvoucherod use of
ovortime, as woll as vouchered,

¢. The cloar designation of Budget Officor as responsible for all

overtimez approval would serve Lo eliminote some confusion which may arise

from conflicting statements of delegation which presently exist. Lkef-

orouce to Adninistrative Instruction Ho. 30~5, paragraph 16, d, 1,

assigns the approval of overtime responsibility to tho Bxecutiwve, his

deputy, the Budgot Officer, or his deputy, whereas Administrative In-
25X1A struction No, H subject, "Keorpanization", appears to cstablish

a different delegation. An interpretation of column 1, line 2 and

column 1, line 6 of this lattor instruction would appear to preclude

the overt Deputy Ludgot CPlicer from approving overtime, shereas the

Chisf, Administrative Staf? wad Chiof, Specinl Support 3taff, would share

the overtime approval responsibility with the Ludpet Officer. This

comment does not ssrve as a recommendation for a specific change in

existing Agency instructions rosarding deloration, as it is assumed

that various necessary clarifications will be made of the suhjoet in

the new Lanual of Arency flerutations,

25X1A

L. R. SAUDERS

Attachments
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Excorpt from ADNMINISTRATIVE INSTRUCTION - dated 22 April 194925X1A

16. Ovortime and Compensatory Leave

a. Election by tho employse to talke loave in liew of overtime compensa=-
tion (componsatory leave) shall be sub ject to tho restrictions governing
ovortimo and tho provisions of this soction.

b. Ovortime shnll bo kot to an absolubo mininum throurhout the Arency
with omphasis Doing placed upon tho [ull wbilizabion ol €10 nomal of ficial
woriting hours of each employez,

c. OQOvertime work will not bLe roquasted or authorized cxcept in those
cases essential to weet emergency requiroments not possible to mact by full
utilization or employos's normal working hours#® Assistant Dircetors and

Staff Chiefs aro charged with the porsonal responsibility for control and
continued exaumination of overtime requirements tec insure the cfTective
application of this policy.

d., Within the continental limits of the United States:»

(1) Approval of the ixecutive, his deputy, the Budget Officer,
or his deputy, must be obtained prior to ordering compensatory time
or overtime ,® A request will be submitted on Form No, 32-3, Request

for Approval of Overtime, in accordance with instructions issusd by
the Budget Officer . orms should be submitted sufficiently in advance
to insure receipt of approval prior to the beginning of ths period
covered by the request,%

(2) Form No. 32-3, approved by the Budget Officer or hisdsputy,
will be transmitted to the paying o'fice no later than the close of the
pay period in which work is performed.

e. Qubside the continental limits of the United States, _overtime nust
be approved by Chiefs of } or Bureaus of their deputies. They must,
however, have ovidonco that sufficient funds are available for payment bofore
authorizing ovortime, HNative aud foreirn national cmployees outside ‘the cone-
tinental limits ol the United States wio are pai in accordance with local
provailing wage rates are not antitled to overt pay unloss roquired by
local custom,

f. No officer or employee shall ke paid, vwith respect to any pay period
compensation at a rate in excess of #10,330.00 per amnum. Accordingly, com-
pensatory leave cannot be granted in those instances where an employee is
not entitled to overtime compe;sation.

s

g. Administrative controls governing compensatory leave will be estab-

lished by each Assistant Director and Staff Chief based on policies stated
below:

(1) It must be taken within the two pay periods immediately
following the period in which earnad, or forfeiture will result.

xREFERC»JcEs HAVE BEEN REVISED SomewHDT 1o SAAFT
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(2) Entries will be made on official Yime md Attendance Reports
of all overtime or compensatory leave earncd, %uch entries must be
initialod by the applicable employes.

(3) An adequate chock system will be establishad to insure that
overtine was actually vorked, An inspecbion will include checlizing
puard rogisters and reviowing work accomplished during periods when
compensatory time or overtime is claimed.

h, Compensatory leave to the credit of employecs at the date of
issuance of this Instruction will be used within 90 calendar days from this
date or be forfeited. Such leave will not be reported as required above,
but will be handled as heretofore. ‘

17. Holidays

a. Work to be performed on a holiday for which holiday pay will be
granted must be authorized and approved in advance in the same wany as over-
time. An employee can be excused or paid holiday rates only ior that portion
of his tour of duty which actually falls within the 24~hour holiday period,
not to exceed 8 hours, Compensatory leave cannot be granted in lieu of holiday

pay.
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CI20VANAUIIZ « UNITED STATES GOVERNMENT

TO Budget Officer DATE: ) pugust 1950
FROM Management Officer
SUBJECT:

Central Intelligence Agency llegulation Number- dated 1 November 25X1A
1950.

1. Yowr Office is the office ol primary interest for the
attached Agency Regulation.

2. Request your editorial examination of this Regulation
to indicate omission or necessary major changes. While no minor
changes will be affected at this time, please indicate all errors.

3. Request return by 11 August 1950.

25X1A

Attachment: CIA Regulation Number HH. / 25X1A
e

‘B e %)

B i ‘Hnguh i
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CENTRAL INTMLLIGENCE AGENCY REGULATION ‘ NUMHIL‘I{- 25X1A
25x1A [ o or miromwiar accomnrs (regulatson [ 25X1A

Ao Charts amplifying Regulation No.-al'o Lssuad separaﬁely, as need for 29XTA
revision arises, by the Compbroller to Administrotive Officers and other
interested officinls. Recipients of such charts may incorporate them in
their copies of the CIA Manual as prrt of iegulation inumber | 25X1A
if they so desire,

25X1A Cehcor ;.

o)1

AESTAICT. -
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